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Communications Subcommittee 

General Membership Meeting 
November 27, 2012 



Communications Subcommittee: 
Tammy Risner – Chair 
Teresa Reno – Co-chair and webmaster 
Anna Gill – Chief Editor 
Cindy Blakley 

Today’s focus: 
• Writing for the InterAct 
• AP Style Guide Standards 
• Website walk-through 
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Writing for the InterAct 
• Must submit one article per term 
• Don’t worry if you aren’t a strong 

writer 
• Outside sources must be 

acknowledged 
 

What to write about? 
• Personal experience 
• Passion or hobby 

 
Remember 
• Keep topics neutral and non-bias 





The AP Stylebook is a writing style 
guide for journalists, writers, 
editors, students and professionals. 
It is published and updated 
annually to reflect changes in 
writing style and new guidelines. 
 
Provides fundamental guidelines for 
spelling, language, punctuation, 
usage and journalistic style. It is the 
definitive resource for journalists. 



Why use the AP Stylebook? 
• Most Associated Press style guidelines are similar to guidelines in 

other respected writing guides and commonly accepted writing 
rules and standards. 

• The Associated Press Stylebook has an easy-to-use format. 
• The AP Stylebook concisely covers the most commonly asked 

writing questions. For example, the AP Stylebook has less than two 
pages on using commas. The comprehensive Gregg Reference 
Manual covers commas in 30 pages, and the Chicago Manual of 
Style covers commas in 11 pages.  

• Because most newspapers follow AP style, many readers are 
familiar with writing that follows AP style. 



a.) January 8 
b.) January 8th 
c.) Jan. 8 
d.) Jan. 8th 

When a month is used with a specific date, abbreviate only Jan., Feb., Aug., Sept., Oct., 
Nov. and Dec. 
Do not use st, nd, rd or th. 
 
Example: Anna’s baby is due Jan. 20. 

Dates 



a.) August 2012 
b.) Aug. 2012 
c.) Aug., 2012 
d.) August, 2012 

Spell out when using alone, or with a year only. 
 
Example: August 2012 was a very dry month. 



One more. . . 
a.) Tues. Jan. 15, 2013 
b.) Tuesday, January 15, 2013 
c.) Tuesday, Jan. 15, 2013 
d.) Tuesday, January, 15, 2013 

When a phrase refers to a month, day and year, set off the year with 
commas. 
 
Example: The next general membership meeting will be Tuesday, Jan. 15, 
2013. 



a.) 8:00 a.m. 
b.) 8:00 am 
c.) 8 AM 
d.) 8 a.m. 

Avoid such redundancies as 10 a.m. this morning. 
For 12 p.m. and 12 a.m. use noon and midnight. 
 
Example: The meeting begins at 8 a.m. 

Time 



a.) Eight, 12 
b.) 8, 12 
c.) Eight, Twelve 

Spell out whole numbers below 10, use figures for 10 and above. 
 Example: They had 10 dogs, six cats and 97 hamsters. 
 
Spell out a numeral at the beginning of a sentence. If necessary, reword the sentence. 
 Exception: If the sentence begins with a year. 
  Example: 1976 was a very good year. 
 
Spell out casual uses. 
 Example: A thousand times no! or Thanks a million. 

Numbers 



a.) two-thirds 
b.) two thirds 
c.) 2/3 

Spell out amounts less than 1 using hyphens between the words. 
  
Decimalization should not exceed two places unless there are special circumstances. 
 
For amounts less than one, use the numeral zero before the decimal point. 
 
Use a numeral and spell out percent for whole numbers.  
 Example: She said 50 percent of the members were there. 
 

Fractions, Decimals and Percent 
a.) .03 meter 
b.) 0.03 meter 
c.) .029 meters 



a.) 15 dollars 
b.) $15.00 
c.) $15 

Use the $ sign in all except casual references or without a figure. 
 Examples: The book cost $4. Dad, please give me a dollar. 

For amounts more than $1 million, use up to two decimal places. 
 Examples: He is worth $4.35 million dollars. He is worth exactly $4,351,242 

Spell out the word cents, using numerals for amounts less than a dollar. 

Use the $ sign and decimal system for larger amounts. 
 Example: $1.01, $2.50 
 

Dollars and Cents 
a.) 8 cents 
b.) .08 cents 
c.) $.08 



a.) State of Washington 
b.) state of Washington 

Government 

a.) Washington State 
b.) Washington state 

Washington State is the name of a 
university in the state of Washington 

Lowercase in all state of constructions. Apply the same principle to phrases such as the 
city of Seattle, the town of Rainier etc. 
 Do not capitalize state when used simply as an adjective to specify a level of 
jurisdiction.  
 Example: state funds, state Rep. Sam Hunt, state Utilities and Transportation 
 Commission, Washington State Treasurer 
 



a.) Thurston County 
b.) Thurston county 

a.) Thurston and Lewis Counties  
b.) Thurston and Lewis counties 



a.) Federal Government 
b.) federal government 
c.) Federal government 

a.) Legislature  
b.) legislature 



a.) The president issued a statement. 
b.) The President issued a statement. 

Titles 

a.) Our president, Barack Obama gave a speech. 
b.) I was there when President Barack Obama gave 
a speech. 

Abbreviate the following before a name: 
Dr., Gov., Lt. Gov., Rep., Sen. 



a.) Web site 
b.) website 
c.) Website 

Internet 
a.) Email 
b.) email 
c.) e-mail 
d.) E-mail 

*Note: webcam, webcast and webmaster are one word. But, Web, 
Web page and Web feed are two with the first word capitalized. 



Quotation Marks:  
Punctuation 

2.) The dash(-), the semicolon (;), the question mark (?) and the 
exclamation point (!) go within the quotation marks when they apply 
to the quoted matter only. They go outside when they apply to the 
whole sentence. 

1.) The period (.) and comma (,) always go within the quotation 
marks. 



Commas in a series:  
1.) Use commas to separate elements in a series, but do not put a 
comma before the conjunction in a simple series. 
 ex. The flag is red, white and blue. 
2.) Put a comma before the concluding conjunction in a series, however, 
if an integral element of the series requires a conjunction. 
 ex.  I had orange juice, toast, and ham and eggs for breakfast. 
3.) Use a comma also before concluding conjunction in a complex series 
or phrase. 
 ex. The main points to consider are whether the athletes are 
skillful enough to compete, whether they have the stamina to endure 
the training, and whether they have the proper mental attitude. 



ICSEW Homepage 

http://www.icsew.wa.gov/


Questions? 
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